Travel Process

The DFO
employee The form is given to the Administrative Secretary Is the Will the
fills out the with the Manager's signiture. The DFO i Traveler
. . . . N 8 Travel in
“Travel Director's calender is noted with the employee's state? need to
Request" travel date(s) and destination(s) : fly?
form

Upon return the employee submits original
receipts to the DFO Administrative Secretary.

A

In addition the employee must provide the

time of day he/she left, the time when The Administrative Secretary
the employee returned home as well as calls the State travel office to

information about any meals provided get a quote on Airline and
rental car prices (if needed).
V The travel office provides
flight date and times as well

as the total cost for the

Traveler takes a flight and car rental.
Y ~ |  state Vehicle T

A

Administrative Secretary opens the "In form" soft
ware and enters the reimbursement information

The Administrative Secretary fills out the "Request for Authorization
Form" (from In Forms) and sends the form to Budget and Accounting
for a departmental #. If the employee is traveling to a conference the

fees for the conference need to be submitted at this time. If the

employee requested an advance the section in the request for

authorization is filled out. Advances allow employees to receive
80% of figured lodging and meal costs.

The printed copy of the information from "In Form" is
sent to the employee and the employee's manager
to sign and return to the Administrative Secretary

The signed form is sent to Budget and Accounting "
for signitures. The forms are given a dept number
and then sent back to the DFO Administrative
Secretary for the Director to sign.

Once the departmental # is obtained the travel
information is given to the traveler for evaluation.

The DFO Administrative Secretary goes into the If the traveler approves of the time and
payroll software, under reimbursements and dates of the flight the travel form is taken
enters the information from the signed copy to the DFO Director for an approving signiture.

of the form returned from Budget and Accounting

The Administrative Secretary then call the State
The DFO Administrative Secretary prints the travel office back and officially books the flight

reimbursement form and updates the spread using the Departmental # and the BTA #.
sheet that tracks the running total of travel

expenses for the Division of Fleet Operations

" The Administrative Secretary e-mails the Airline ticket and rental
car information (if needed) to the traveling employee and a copy
of the travel information is put in the pending travel file.

All original documents are sent to the Department
of Finance Travel Division (currently, Kerry Neiss)

The employee
recieves the
reimbursement
for travel in the
next paycheck

A copy of the documents sent to Finance are
filed. The files are kept by Division low org.
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For aiiestions ahniit the State's travel naolicies refer to the hlile colored hoonklet nrinted hv the State laheled "6A Travel "



